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Month Cash flow is a Microsoft Access application that replaces the MS Excel file that the agencies are using now. At the beginning 

of every fiscal year, each agency will need to download and install the system into their local computer system. 

 

Once an agency installs the monthly cash flow system, they should use this system to complete monthly appropriations and cash flow 

reports to OSPB. Once downloaded for a fiscal year, the system is ready to use in its local setting for the remainder of the fiscal year. 

 

There are two major sections in this system: 1) tracking of appropriation expenditures and 2) tracking of money as it flows into and 

out of the state funds. 

 

When the system is opened each month, it will assume the user wants to enter data for the previous month. For example, if you open it 

in March, the system will be automatically set to report actual expenditures for February. The user can change the month, if desired. 

 
 

 

 

 

Default to previous month. User 

can pick other previous months. 

To enter data for the tracking of 

appropriations, click on the 

“Appropriation Tracking” 

button. 
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Double click a fund. 

If a fund is the source of several appropriations, 

another list will show a list of all appropriations, 

from which to choose. 

If at any time the user would like to return to the 

previous page or level, click the doorway button to 

go back one level.  
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If this fund has never been reported during the 

current fiscal year, a confirmation message will 

display.  

Note: When the system is originally installed, 

there are 0s listed everywhere for that fund. 

Once numbers are entered into the system, they 

remain until changed.  

If after entering data, the user would like to see a 

report, double click on the fund name or the 

appropriation name. 
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 The appropriation amount will be prefilled 

by OSPB in the yellow box and should not 

be changed by the agency without OSPB 

agreeing to the change.  

People who prepare this report 

should provide their contact 

information and the date 

completed.  

The columns with dark color are 

actual expenditures. The white 

columns are future projections.  
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Since the form is wide, users with lower resolution 

screens may not be able to see the full form without 

scrolling across the form. The label for the line (the object 

title) that they are working on will show on top in red.  

Comments should include explanations of any special 

methodology for estimating projected expenditures; 

unusual expenditures; or anything the agency would like 

to add. 
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Click “Cash Balance” button, all funds 

will be listed, including appropriated 

and non- appropriated funds, except 

General Fund. 

Double click the fund name to go to the 

detail form. 
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Similar to appropriation expenditures, the 

dark color columns indicate actuals; the 

white columns are future projections. 

Click “Leave Comments” 

button to show a comment 

entry box. 

The FY 2013 beginning cash balance for a fund is the same as the 13
th

 month ending cash balance for FY 

2012 and is best found by totaling the following lines on AFIS screen 65A: 

 Cash 

 Cash invested with the Treasurer 

 Payments Outstanding (PYMT/OUT) 

 ACH Payments Outstanding (ACH PYMT)  

 Claims Payable (CLM/PYBL) 
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 Click “Go Back to Top” button to go back to the previous data entry form. 
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Appropriation expenditure and cash flow 

information should be submitted to OSPB 

by the 15
th

 of the following month. To 

transmit the information electronically, 

click the “submit” button.  

A pop up message will show the month that 

the agency is about to submit to OSPB, if 

this is not the correct month, click “No”, then 

pick the correct month from the month menu 

list and submit. 


